ePROCUREMENT 8.8

PRINT LBNL PO MODIFICATION REPORT

Printing a PO Modification Report is useful for seeing all information about a PO's modifications.

This topic will show you how to create a Run Control and print a LBNL PO Modification Report.

Create a Run Control (one-time only)

Click on eProcurement.

Click on Reports

Click Print LBNL PO Modification Report.

Click the Add a New Value tab.

Type in the "Run Control ID:" box: POModReport
Click the Add button.

Click the POModReport link.
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eProcurement 8.8

Print LBNL PO Modifications Report

In the "Business Unit" box, enter LBNL.
In the "PO ID:" box, enter a PO number.
Click the magnifying glass to the right of the "Mod Number" box.

Click on a Mod Number
Click the Save button.

£]Reports - Microsoft Internet Explorer

oed

Fle Edit Wiew Favorites

Tools  Help

Q-0 HRG,LPHkORLLEDE B-

@' {‘?,.

{ cidress | ] httpsifffmssry2.Jbl.goviB001 jpspffmsprd_2/EMPLOYEEJERPJciPY_MATH_MENLLPY_RPT_MAIN GBLFolder=pireavcv | EJ o © Lk [ElFvsas

»

=4
S_eareh: B
= Wy Favorites i

— Activity Summary

— AddUpdate POs

— PO Accounting Entries

— Process Monitor

— Purchase Order Processes
— Query Manager

— Add to Favorites

| — Edit Favarites

[ Manager Self-Sermvice

> Project Costing

(> General Ledger

[> Commitment Control

[ ltems

[> Yendors

[ Purchasing

[> eProcurement

[> Bervices Procurement

[ Program Management

[ Accounts Payahle

[> eSettlerments

> Banking

> WAT and Intrastat

[ Data Exchanges

[ Set Up Financials/Supply
Chain

> Enterprise Components

[ Wiorklist

[ Application Diagnostics

> Tree Manager

[ Reporting Tools

> PeopleTools

- Change My Passward

— My Personalizations

— My Systemn Prafile

Run Mod Thl Report

Mew Window | Help | Customize Page | &,

Run Control ID: FOModReport

English  |+| @ specified O Recipient's

Language:

Report Request Parameters

Business Unit: LBNL @
*PO ID: 6717478 a
Mod Number: 3Q

Report Manager Frocess Monitor i |

B save | QReturntnEearchl =] Nofify

— My Dictionary

&l m

[v]

(2]

@ Dong

é ‘j Lacal intranet

Page 2 of 5



eProcurement 8.8
Print LBNL PO Modifications Report

Print the LBNL PO Modifications Report for a PO

e Click on eProcurement.
e Click Reports.
e Click Print LBNL PO Modification Report link.
e Click the Search button.
e Inthe "PO ID:" box, enter a PO number.
¢ Click the magnifying glass to the right of the "Mod Number" box.
e Click on a Mod Number
e Click the Run button.
e On the Process Scheduler Report screen, click the OK button.
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This takes you to back to the Print Req screen. Click on the Process Monitor link.
¢ On the Process Monitor screen wait for the "Run Status" to say "Success" and the
"Distribution Status" to say "Posted." Click the Refresh button every 30 seconds to see the
progress.
¢ When the statuses are "Success" and "Posted," click the Details link.
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Print LBNL PO Modifications Report

¢ On the next screen, click on the View Log/Trace link.
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e On the View Log/Trace screen click the link ending in .PDF
¢ An Adobe Acrobat window will launch with the requisition which you can print.
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